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"It  shall  be  the  duty  of  such  Planning  Commission  to 
prepare  and  keep  up  to  date  a  long-term  development  pro- 
gram of  major  State  improvement  projects.  The  various 
State  departments,  institutions,  officials  and  agencies  shall 
prepare  and  submit  to  such  Planning  Commission,  not  later 
than  July  1st  each  year,  their  proposals  for  major  projects. 
It  shall  be  the  duty  of  such  Planning  Commission  to  co- 
ordinate such  plans  and  proposals  with  each  other  and  with 
the  general  plans  of  such  Commission,  and  shall  submit  to 
the  Director  of  the  Budget,  on  or  before  September  13  in 
every  year,  its  recommendations  and  program  for  improve- 
ment projects  and  shall  include  such  recommendations  and 
program  in  its  annual  report  to  the  Governor  and  the  Gen- 
eral Assembly." 

Chapter  23,  Laws  of  Maryland  1952 


IMPORTANT! 

Chapter  23,  Laws  1952  requires  that  all  requests  for 
capital  improvements  be  submitted  to  the  State  Planning 
Commission  by  July  1.  The  Commission  is  now  required  to 
submit  its  recommendations  to  the  Director  of  the  Budget 
by  September  15.  This  allows  but  a  short  time  for  the  Com- 
mission to  assemble  the  requests,  evaluate  them,  hold  hear- 
ings and  prepare  its  recommendations.  It  is  therefore 
absolutely  essential  that  all  requests  be  submitted  with  all 
supporting  data  for  each  capital  item  by  July  1. 


CONTENTS 


I.  The  Capital  Improvement  Program 5 

II.  Definition  of  "Capital  Improvements" 7 

III.  Check  List  for  Preparing  Descriptons  of  Agency  Programs    9 

IV.  Instructions  for  Completing  Forms  A  and  B  13 

V.  Sample  Forms  A  and  B 17 


THE  CAPITAL  IMPROVEMENT  PROGRAM 

Purpose  of  the  Capital  Improvement  Program 

The  State  Planning  Commission's  review  of  capital  improvements  pro- 
posals was  instituted  in  1939  and  has  been  conducted  biennially  since  that 
year.  Chapter  23  of  the  Laws  of  1952  provides  that  this  review  henceforth 
will  be  conducted  annually. 

The  necessity  for  such  review  is  evident  when  one  considers  the  difficult 
task  that  would  face  the  Governor  and  Legislature  in  culling  the  uninte- 
grated  and  huge  number  of  proposals  for  improvements  without  the  benefit 
of  any  appraisal  of  merit  or  need.  Proposals  estimated  to  cost  in  excess  of 
$100,000,000  were  presented  to  the  Commission  for  its  1951  review.  From 
these  proposals,  projects  totalling  §19, 005,000  were  recommended  by  the 
Planning  Commission  and  approved  by  the  Legislature  for  immediate  con- 
struction. This  illustration  is  evidence  of  the  need  for  a  program  such 
as  this. 

The  Commission  in  its  consideration  of  all  the  proposals  attempts  to 
evaluate  them  from  four  standpoints:  inter-departmental  importance:  intra- 
departmental  importance;  their  importance  in  the  total  needs  of  the  State; 
and  the  ability  of  the  State  to  finance  such  a  program.  This  kind  of  evalua- 
tion is  dependent  upon  a  full  knowledge  of  agency  long-term  programs. 

We  believe  that  the  foundation  of  a  proper  institutional  Capital  Improve- 
ment Program  is  the  documented  study  of  an  institution  or  agency  in  terms 
of  its  purpose,  present  status,  problems,  objectives,  operational  methods, 
standards,  expanding  services,  personnel  characteristics,  relationship  to 
growing  population  and  changing  needs,  and  numerous  other  factors  which 
may  vary  between  institutions  or  agencies.  Until  all  these  factors  have  been 
defined,  analyzed,  and  projected,  it  is  not  possible  to  prepare  with  complete 
confidence  a  program  designed  to  meet  physical  needs.  The  physical  needs 
cannot  possibly  be  separated  from  program,  operation,  or  aims,  and  only 
as  these  and  the  related  factors  are  understood  and  evaluated  can  an  insti- 
tution say  with  authority  how  and  to  what  size  and  extent  it  should  be 
developed.  Without  such  an  institutional  study,  a  program  cannot  be  given 
an  understanding  analysis  and  evaluation  by  the  Planning  Commission.  To 
a  degree,  the  appearance  of  representatives  before  the  Commission  helps  to 
supply  some  necessary  information,  but  such  an  appearance  can  never  re- 
place the  value  inherent  in  a  carefully  documented  report  prepared  by  those 
responsible  for  the  operation  and  development  of  an  institution. 

Some  agencies  have  made  these  studies  and  prepared  such  reports,  which 
at  the  time  of  preparation  made  distinct  contributions  to  the  thinking  in 
their  fields.  Several  need  only  to  be  reappraised  and  brought  up-to-date, 
reflecting  the  changes  in  thinking  and  needs  of  the  past  few  years,  in  order 


to  give  a  sound  base  method  for  evaluating  the  current  proposals  for  im- 
provements. There  are  some  State  agencies,  however,  which  have  not  pre- 
pared such  studies.  While  this  is  not  meant  to  imply  that  the  institutions  are 
unaware  of  the  many  factors  present  or  that  such  factors  have  not  been 
considered,  the  fact  remains  that  the  absence  of  published  documentary 
records  of  such  understanding  and  provisions  make  the  proper  evaluation  of 
the  projects  requested  much  more  difficult. 

It  is  deemed  particularly  appropriate  at  this  time  to  require  that  agency 
program  descriptions  accompany  proposals  for  capital  improvements.  The 
Legislature  has  recently  authorized  the  "program"  type  budget,  which  will 
require  much  the  same  kind  of  information  and  approach  that  the  Com- 
mission is  requesting.  Thus,  the  saine  information  that  must  be  gathered 
for  the  preparation  of  the  current  budget  will  constitute  the  basis  for  the 
program  descriptions  that  are  needed  for  the  Commission's  evaluation  of 
capital  improvements. 

The  three  sections  which  follow  contain  a  definition  of  "capital  improve- 
ment," a  check  list  for  completing  the  descriptions  of  program  activities  and 
instructions  for  filing  specific  project  data  on  Forms  A  and  B.  It  is  requested 
that  for  the  sake  of  uniformity  all  agencies  follow  this  check  list  where 
possible.  Additional  forms  as  required  are  available  upon  request. 


II 

DEFINITION  OF  "CAPITAL  IMPROVEMENTS" 

It  is  difficult  to  form  a  definition  of  the  term  "capital  improvement'"  that 
would  be  universally  acceptable  and  capable  of  rigid  application  to  every 
possible  case.  Because  of  this  difficulty,  it  is  perhaps  best  to  note  several 
definitions  of  the  term. 

The  major  problem  in  defining  capital  improvements  is  that  of  establish- 
ing a  line  of  demarcation  between  maintenance  expenditures  and  capital 
investment.  Certain  expenditures,  such  as  repairs  to  machinery,  replacement 
of  worn-out  plumbing  fixtures,  or  patching  of  roads  or  sidewalks,  are  un- 
questionably maintenance  operations.  On  the  other  hand,  there  are  projects 
which  bear  a  resemblance  to  maintenance  operations,  but  can  be  reasonably 
considered  to  be  capital  improvement.  To  this  group  belong  such  items  as 
the  moving  of  partitions  and  the  replacement  of  obsolete  equipment  with 
modern  devices.  The  major  difference  between  these  two  groups,  and  this 
difference  may  be  considered  an  important  element  in  defining  capital  im- 
provement, is  that  the  value  of  a  structure  has  been  appreciably  enhanced. 
It  should  be  noted  that  the  State  Planning  Commission's  stated  policy  is  that 
maintenance  needs  should  be  financed  through  general  funds. 

Another  definition  of  the  term  is  found  in  a  publication  of  the  Department 
of  Budget  and  Procurement.  "Capital  outlay"  is  defined  to  be  "expenditures 
of  every  character  which  increase  the  capital  assets  of  the  State  by  additions 
or  betterments.  Attention  is  directed  to  the  fact  that  extensive  or  extra- 
ordinary repairs  do  not  constitute  'capital  outlays'  where  no  change  has 
been  effected  in  the  kind  of  equipment,  structure,  etc."  Thus,  this  Depart- 
ment regards  capital  outlay  as  necessitating  an  increase  in  capital  assets  and 
a  change  in  the  kind  of  equipment  or  structure. 

The  United  States  Bureau  of  the  Census  defines  capital  outlay,  as  "ex- 
penditure for  purchase  or  construction  of  fixed  assets  ( land,  buildings, 
permanent  improvements,  and  durable  equipment  I  including  additions, 
replacements,  and  major  alterations.  '  This  definition  is  very  restrictive  and 
may  operate  so  as  not  to  admit  certain  "borderline"  cases  which,  while 
bearing  a  relationship  to  maintenance,  so  increase  the  useful  life  of  the  asset 
as  to  be  in  reality  a  capital  improvement. 

A  further  element  of  a  capital  improvement  is  its  "uniqueness."  Thus,  an 
expenditure  that  is  not  anticipated  to  recur  within  an  interval  of  less  than 
five  years,  may  be  classified  as  a  capital  improvement.  This  definition,  if 
accepted  as  a  total  definition  of  capital  improvements,  obviously  admits 
expenditures  that  are  not  even  improvements,  e.g.,  a  veteran's  bonus.  But,  it 
is  valuable  as  outlining  one  feature  of  capital  outlay. 

The  Planning  Commission  feels  that  the  useful  life  of  the  completed 
project  provides  a  further  key  to  the  problem.  It  can  be  suggested  that  any 


change  or  alteration,  to  be  considered  a  capital  outlay,  should  have  a  useful 
life,  without  replacement,  equal  to  or  greater  than  the  life  of  the  bonds  by 
which  it  is  financed.  Or  it  might  be  a- requisite  that  the  value  of  the  facility 
would  have  to  be  increased  by  an  amount  equal  to  the  money  expended. 
When  obsolescence  and  depreciation  are  considered,  it  becomes  clear  that 
no  hard  and  fast  rule  is  feasible. 

In  summary,  we  have  outlined  several  elements  that  are  typical  of  capital 
improvements.  These  are :  ( 1 )  The  value  of  a  structure  has  been  appreciably 
enhanced;  (2)  A  change  in  the  kind  of  equipment  or  structure  may  have 
taken  place;  (3)  The  useful  life  of  the  improvement  is  equal  to  or  greater 
than  the  life  of  the  bonds  by  which  it  is  financed,  or  the  expenditure  should 
be  unique  in  that  it  is  not  likely  to  recur  within  at  least  five  years. 


Ill 

CHECK  LIST  FOR  PREPARING  DESCRIPTIONS 
OF  AGENCY  PROGRAMS 

I.    Legislative  Authority 

\.  Citation  in  Annotated  Code 

Pertinent  Annotated  Code  citations  for  the  legislative  authority 
of  the  agency  should  be  given.  This  should  include  Article  and 
Section  numbers.  Amendments  subsequent  to  the  preparation  of  the 
Code  should  be  identified  by  Chapter  and  year.  Legislation  affect- 
ing the  agency  that  is  part  of  another  agency's  authority  should  be 
cited  in  the  same  manner. 

B.   Functions  Authorized  by  Law 

1.  List  those  functions  which  are  clearly  set  forth  in  law  as  being 
the  responsibility  of  the  agency.  Descriptions  of  the  functions 
are  to  be  given  under  II,  Functions. 

2.  List  those  functions  which  are  understood  to  be  the  responsi- 
bility of  the  agency. 

II.  Functions 

Each  function  listed  above  is  to  be  described  separately  below  accord- 
ing to  sub-sections  A-D. 

A.  Purpose  of  the  Function 

The  historical  and  continuing  need  for  the  function,  its  objec- 
tives, and  its  results  should  be  described. 

B.  Method  of  Carrying  Out  the  Function 

A  brief  description  of  how  the  function  is  carried  out  should  be 
included.  Of  particular  interest  are  the  physical  facilities  used  for 
program  implementation. 

C.  Relationship  of  Program  to  Indexes 

The  function  should  be  related  to  some  index  wherever  practical. 
For  example:  "x"  number  of  tuberculosis  cases  per  1,000  popula- 
tion. Along  with  this,  tables  of  past  experience  and  anticipated 
changes  in  the  future  should  be  given.  Authority  for  such  indexes 
should  be  identified. 

D.  Relationship  to  Functions  of  other  Agencies 

Any  dependent  or  interdependent  functions  of  other  agencies 
should  be  described  and  their  effect  measured. 


III.  Present  Physical  Facilities 

Each  physical  facility  of  the  agency  should  be  listed  and  described 
as  below,  and  related  to  the  section  on  functions  (Section  III. 

A.  Land 

1.  Size — Give  the  number  of  acres  of  each  holding. 

2.  Use — Describe  the  uses  of  the  land — building  sites  and  roads, 
farm,  woodland,  etc. — and  give  approximate  acreages  for  each 
use. 

3.  Location  in  Maryland. 

4.  Adequacy — Is  there  sufficient  land  for  program  needs?  Is  the 
land  functionally  adequate? 

B.  Structures 

1.  Size — Give  approximate  size  where  applicable.  Dependent  upon 
type  of  structure  this  may  be  shown  in  square  feet,  number  of 
beds,  etc. 

2.  Utilities — Describe  the  source  of  the  utilities  which  service  the 
structure,  e.g.,  heat  supplied  by  plant  in  building,  electricity 
generated  at  institution,  etc. 

3.  Location — Give  location  in  Maryland,  and  on  institutional  map 
if  available. 

4.  Use — Describe  use  in  terms  of  agency  functions  (II,  above). 

5.  Adequacy 

a.  Size — Is  the  structure  utilized  below  capacity,  at  capacity  or 
above  capacity? 

b.  Age — Is  the  structure  obsolescent? 

c.  Functional — Does  the  structure  meet  functional  needs  in  the 
light  of  current  practices? 

C.  Non-Structural  Improvements 

This  includes,  roads,  bridges,  utilities,  etc.  where  pertinent. 

1.  Size — Give  approximate  size,  capacity  or  output  as  applicable. 

2.  Use — Describe  use  in  terms  of  agency  functions  if  pertinent. 

3.  Adequacy 

a.  Size — Is  the  improvement  utilized  below  capacity,  at  capacity 
or  above  capacity? 

b.  Age — Is  the  improvement  obsolescent? 

c.  Functional — Does  the  improvement  meet  functional  needs  in 
light  of  current  practices? 
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IV.   Future  Physical  Facilities  Needed 

The  future  physical  needs  of  the  agency  should  be  described  and 
related  to  the  section  on  functions  {II,  above).  Each  needed  facility 
should  be  described  as  below. 

A.  Land 

1.  Size — Give  the  number  of  acres  of  each  proposed  acquisition. 

2.  Use — Justify  the  need  for  each  acquisition  in  terms  of  its  pro- 
posed use  as  related  to  functions. 

3.  Location — Give   its  location   in   Maryland   and   in   relation  to 
present  holdings  if  pertinent. 

B.  Structures 

This  includes  not  only  new  structures  but  also  additions  to  existing 
structures. 

L  Size — Give  approximate  needed  size  in  square  feet,  number  of 
beds,  etc.,  where  applicable. 

2.  Construction — Give  type  of  construction  anticipated. 

3.  Utilities — Describe  proposed  source  of  utilities  and  adequacy  of 
existing  utilities  to  meet  new  demand. 

4.  Location — Give  location  in  Maryland  and  location  on  institu- 
tional map,  if  available. 

5.  Use — Describe  use  in  terms  of  agency  functions  (11,  above). 

C.  Non-Structural  Improvements 

1.  Size — Give  approximate  size,  capacity  or  output  as  applicable. 

2.  Use — Describe  use  in  tenns  of  agency  functions  if  pertinent. 

3.  Construction — Give  type  of  construction  anticipated. 

4.  Location  on  Institutional  Map. 
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IV 
INSTRUCTIONS  FOR  COMPLETING  FORMS  A  AND  B 

Form  A  is  used  to  describe  individual  projects.  Form  B  is  used  to  sum- 
marize all  projects  of  a  single  agency.  An  original  and  three  tissue  copies 
of  each  form  should  be  submitted.  Sample  forms  are  shown  at  this  time 
in  the  next  section.  Additional  forms,  in  the  number  required,  are  available 
upon  request.  If  the  agency  contemplates  no  capital  expenditures, 
please  fill  in  Form  B  and  indicate  "No  projects  planned." 

FORM  A 

Item  1.  Department.  Give  the  name  of  the  department  under  which  the 
reporting  unit  operates  and  the  date  on  which  the  form  is 
completed. 

Item  2.  Reporting  Unit.  Give  the  name  of  the  institution  or  agency  sub- 
mitting the  report. 

Item  3.  Project.  Give  the  project  a  name  for  the  purpose  of  reference. 
Give  a  complete  description  which  will  show  the  size,  capacity  and 
type  of  construction  to  be  used.  If  the  improvement  is  to  be  a 
building,  give  floor  space,  number  of  stories  and  number  of  rooms. 
State  whether  the  project  is  complete  in  itself  or  whether  its  use 
is  dependent  upon  the  completion  of  some  other  project. 

Item  4.  Location.  Give  the  general  location  of  the  project  and,  when 
feasible,  its  specific  location  with  respect  to  existing  facilities  or 
prospective  projects. 

Item  5.  Need.  Explain  in  detail  the  need  for  the  proposed  project.  Simple 
tables  and  graphs  may  be  used  to  show  population,  or  enrollment 
trends,  overcrowding  or  other  pertinent  information  as  given  in 
the  agency  program  description.  The  present  condition  or  in- 
adequacy of  buildings  or  facilities  may  be  important  factors  in 
justification.  Age  of  structure,  fire  risk,  poor  sanitary  conditions, 
or  other  unfavorable  circumstances  may  be  cited  to  show  need. 

Item  6.  Estimated  Cost.  The  costs  should  be  based  on  the  existing  market. 
The  costs  must  be  broken  down  as  shown  below. 

(a)  Land  cost.  Land  cost  should  be  included,  only  when  addi- 
tional purchase  is  necessary.  Include  any  fees  as  separate 
item. 
(bl  Construction.  When  the  project  is  a  building  the  entry 
under  construction  should  be  limited  to  the  construction 
cost  of  the  building  proper.  Include  fees  of  the  supervising 
architect  as  a  separate  item. 
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(c)  Equipment.  Equipment  cost  should  be  given  when  the  use 
of  the  project  necessitates  expenditures  for  furniture  or 
equipment. 

(d)  Other.  Other  costs  will  include  the  supplementary  con- 
struction necessary  for  the  use  of  the  project,  for  example, 
in  the  case  of  a  building  in  this  category  should  be  included 
the  amounts  necessary  to  provide  the  necessary  increased 
water  supply,  sewerage  system,  heat,  power,  i  oadways,  etc. 
Also  include  the  fees  of  the  supervising  architect  as  a 
separate  item. 

Basis  of  Estimate.    State  whether  the  cost  estimates  are 
based  on  an  architect's  estimate,  a  contractor's  estimate,  etc. 
Estimate  Prepared  By.    Give  the  name  of  the  persons  or 
firms  making  the  estimate. 
Title.   Give  the  title  of  the  person  making  the  estimate. 

Item  7.  Estimated  Increase  or  Decrease  in  Annual  Operating  Budget  Due 
to  Project. 

(a)  Maintenance.  Give  an  estimate  of  how  much  this  project 
on  completion  will  increase  or  decrease  the  annual  main- 
tenance costs  of  the  reporting  unit. 

(b)  Operation.  Give  an  estimate  of  how  much  this  project  on 
completion  will  increase  or  decrease  the  functional  operat- 
ing costs  of  the  reporting  unit. 

(c)  Staff.  Give  an  estimate  of  how  much  this  project  on  com- 
pletion will  increase  or  decrease  the  personal  service  costs 
of  the  reporting  unit. 

Item  8.  Resulting  Percentage  Increase  in  Facilities.  Based  on  the  amount 
of  space  added  or  service  rendered,  indicate  in  per  cent  this  result. 
For  example,  in  the  case  of  a  school  building,  the  new  construction 
will  add  50%  to  the  available  classroom  space,  or  in  the  case  of  a 
hospital  will  increase  the  beds  available  by  9Q%. 

Item  9.  Status  of  Existing  Facilities  for  Project.  This  item  is  particularly 
applicable  to  a  building  project.  Properly  completed  it  will  show 
what  facilities,  if  any,  already  in  use  will  be  overtaxed  by  the 
addition  of  the  proposed  project,  what  facilities  are  adequate  and 
what  facilities  present  an  appreciable  reserve  for  further  expansion. 
In  completing  this  section  insert  in  the  box  after  each  item  one  of 
the  three  letters  I,  S,  or  R,  to  indicate  the  status  of  existing 
facilities. 

Item  10.  Status  of  Plans.  This  item  properly  checked,  will  enable  the 
project  to  be  evaluated  on  the  basis  of  time  required  before  work 
could  be  started. 

Item  11.  Associated  Agencies.  Under  this  item  give  the  name  of  other 
agencies,  federal,  state  or  local  concerned  with  the  project,  the 
nature  of  their  concern.  If  they  are  offering  financial  aid  indicate 
the  amount  to  be  expected  from  each  such  source. 
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Item  12.    Indicate  by  use  of  the  letter  "R"  for  reviewed  or  ''A"  for  approved 
the  action  taken  by  any  cooperating  agency. 

Item  13.   Priorities. 

(a)  By  Number.  Give  a  number  to  this  project  which  will 
indicate  its  relative  priority  to  other  projects  submitted  by 
the  reporting  unit. 

(b)  By  Group.  Indicate  by  a  check  in  the  appropriate  block 
the  urgency,  desirability  or  deferrability  of  this  project 
bearing  in  mind  other  projects  submitted  by  the  reporting 
units. 

Append  the  signature  of  the  person  reporting  and  his  title. 

FORM  B 

On  Form  B  you  are  requested  to  bring  together  in  summary  form  the 
proposals  itemized  in  the  several  Forms  A.  If  your  agency  contemplates  no 
capital  expenditures,  please  fill  in  Form  B  and  under  Name  of  Project 
indicate  "No  projects  planned.'" 

At  the  top  of  Form  B  after  the  word  "Department"  insert  the  name  listed 
in  Item  1  of  Form  A  and  the  date  this  summary  is  completed. 
Departmental  Priority. 

(a)  By  Number.  Insert  in  Column  1  after  each  project  the  number 
carried  in  Item  13  of  Form  A. 

(b)  By  Group.  From  Item  13  of  Form  A  if  the  project  is  checked  as 
urgent,  insert  the  letter  "A";  if  marked  desirable,  insert  the  letter 
"B";  if  it  is  marked  deferrable,  insert  the  letter  "C". 

Name  of  Project.  From  the  Forms  A,  Item  3,  insert  in  separate  lines  the 
name  of  each  project  submitted  by  the  reporting  unit. 

Total  Estimated  Capital  Cost.   Insert  the  total  from  Item  6  of  Form  A. 

Annual  Increase  or  Decrease  in  Operating  Budget.  Copy  the  total  from 
Item  7  of  Form  A.  Indicate  increases  by  +  and  decreases  by  — . 

Status  of  Plans  and  Site.  From  Item  10  on  Form  A  indicate  in  this 
column : 

PE  for  Preliminary  Estimate  LA  for  Land  Acquired 

SB  for  Survey  Begun  DPP  for  Detailed  Plans  in  Preparation 

SC  for  Survey  Completed  DPC  for  Detailed  Plans  Completed 

PPP  for  Preliminary  Plans  in  Preparation  SPC  for  Specifications  Completed 
PPC  for  Preliminary  Plans  Completed 

Construction  Time  in  Months.  Estimate  the  number  of  months  necessary 
to  complete  each  of  the  projects  listed.  This  estimate  should  be  based  on  the 
assumption  of  normal  construction  requirements. 

Estimated  Life  in  Years.  The  figures  entered  in  this  column  should  be 
based  on  the  time  estimated  before  replacement  becomes  necessary  and  may 
be  based  on  obsolescence,  depreciation  or  expiration  of  need. 

Append  name  and  title  of  officer  completing  this  Form. 
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Form  B 


MARYLAND  STATE  PLANNING  COMMISSION 
LONG-TERM  CAPITAL  IMPROVEMENT  PROGRAM 

DEPARTMENTAL  SUMMARY 


Department:  Date.. 


Departmental 
Priority 


By  By 

No.       Group 


NAME  OF  PROJECT 


Totad 

Estimated 

Capital 

Cost 
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